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Good CLG Grant 
Management

Guidance from OHP staff

Presenter
Presentation Notes
My name is Dennis Weber. (Note: Dennis Weber is no longer with OHP; Effective February 2007, John Thomas is now the grants manager.)   I am the federal grant manager for the Office of Historic Preservation. Think of me as the money guy as opposed to Marie or Cindy who work the program side of CLG grants.  I want to share with you some wisdom gained from mistakes and successes of other CLGs.  I hope this advice will help you in managing your CLG grant so things go smoothly.  Hopefully this information can help you avoid pitfalls that can make the grant project difficult for both you and the Office of Historic Preservation (me). I am happy to field any questions your might have as we go along.
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Congratulations! 
You Received a CLG Grant

Many management responsibilities 
come with accepting a CLG grant.

Way to Go!

You’re
Awesome!

Presenter
Presentation Notes
Congratulations, you’ve been awarded a Certified Local Government grant.  Awards are announced in early June each year.  With your grant comes some responsibilities and a requirement for accountability. We don’t just hand over the money.  You are going to have to pay attention to detail to manage your grant well.  It’s helpful if you assign one person to keep track of all the paperwork.
 CLG grants are sub grants of California’s annual Heritage Preservation Fund grant from the federal Department of Interior administered by the National Park Service. There are strings of accountability attached. While we are giving the funds away, we expect certain things in return. You are going to have to live by the rules of the Heritage Preservation Fund grant manual, a four-inch thick volume I will distill for you as we go along.
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Communicate with OHP

Meet reporting deadlines and keep OHP 
informed of any problems.

OHPSub grantee

Presenter
Presentation Notes
In your grant contract will be a series of deadlines by which you must report the status of your project to the OHP.  These are intended to make sure you are on schedule and on top of your project  by requiring you to report at regular intervals. Don’t ignore these reports. Reporting gives OHP a chance to review RFPs, selected consultants and  review product so we can be sure you are on track and meeting guidelines. If you forge ahead without consulting with us, as required, you may jeopardize your ability to get paid.
We are here to help. By communicating with OHP we can help head off problems before they threaten your project.  Good communication can eliminate wasted time  and many headaches.  (RFPs, consultants, scopes of work) You don’t have to wait for reporting dates. You are free to contact OHP at any time if you need advice, clarification or support.  If you have program questions contact Marie Nelson or Cindy Woodward and if you have fiscal questions contact me.  I’ll post our phone numbers and e-mails at the end of this slide show.



© California State Office of Historic Preservation – All rights reserved

Contract and Manual

Read project 
agreement 
(contract) and 
grant guide to 
understand 
your 
responsibilities

Presenter
Presentation Notes
By now you have already thoroughly read the grant application and guidelines . If you haven’t, now is a good time. It is more than a formality. You will be held to their contents.
Refer back to the guidelines as well as your contract often to navigate through the grant management process.  The guidelines and contract specify the timetables for reporting, the scope of work, and the product that is to be delivered.  Boilerplate outlines your grant management responsibilities such as project execution, financial administration,  billing, changes, reports and records and other requirements. Every year we have someone contact us and say “we didn’t know that was in the contract.” Read the fine print.
If you have questions, feel free to contact us.  In some cases, these contracts must be reviewed by your legal office. Allow time for that in your work schedule. The contracts will go out August 1 giving you two months to review and return the contracts signed.
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Communicate Within Your 
Government Agency

Work closely with your 
business office. They 
should have experience 
administering grants. 
Know what oversight 
bodies you must seek 
approval from 
(commissions, councils, 
boards, etc..)

Presenter
Presentation Notes
Especially in large cities and counties, we have found that the unit receiving the grant does not often communicate with other affected agencies with in the same CLG government.  Talk with your business department so they can plan to help you manage reimbursement requests, keep track of time, invoices, etc. and final closeout documentation.  How many know who can do this for you? Homework: find out.

Be sure budget staff and your auditor are aware you are receiving a federal grant. Coordinate with historic commissions or elected councils and boards so that review and approval for your project is timely. Be sure these agencies and groups are aware of the time constraints. One year is a very compressed period for CLG projects.
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Request for Proposals

Begin the RFP process ASAP. 
OHP must review RFPs prior to 
putting out.

Allow plenty of time to complete 
the process of  seeking and 
finding competitive bids. 

Have reasonable expectations 
for the consultant services your 
budget will cover. 

City of Preservation
Request for Proposal:
Historic Survey

Presenter
Presentation Notes
You must go through a competitive bid process when contracting for services costing more than $5,000. HPF rules are designed to ensure all qualified contractors have an opportunity to compete for these federal funds. This Request for Proposal can be a time consuming process, so start early. Again work with your contracting staff. You may begin the process as soon as you have been awarded your grant.  OHP requires a review of the RFP. This review will ensure that all the correct elements are contained in the RFP and keeps OHP in the loop on your project. Do some advance research so you have a ballpark idea how much services your grant can buy.  An RFP that offers too little funding for the size of the project may not draw much interest from consultants. It helps to do this research in the application phase to avoid disappointment. Talk with OHP, talk with other CLGs and or survey consultants in your area.
If your city or county has an approved vendor list, such as the state does for some services, you can use this list so long as you get responses from at least three consultants.
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Phased Projects

If your project is to 
be completed in 
phases  over 
several years you 
either need to RFP 
all phases or 
prepare a separate 
RFP for each 
phase.

Request for Proposal
Survey
•Phase I
•Phase II
•Phase III

or
RFP survey
Phase I 2004

New RFP survey
Phase II 2005

New RFP survey 
Phase III 2006

Presenter
Presentation Notes
If your project is to be phased, your RFP should specify if the work is for all phases or just one phase.  If you like the continuity of having one consultant do all phases of a project, advertise the phases as one RFP and make later phases contingent upon funding. However, if the consultant doesn’t work out, you may be stuck.  Consult your legal staff.  Otherwise, you will be required to do a separate RFP for each phase funded by a CLG grant.  Under federal contracting rules, you cannot simply hire a contractor for one phase then amend the contract to have them do subsequent phases.
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Manage Consultants

Be sure consultants are sticking to 
contracted deadlines and products.
Be sure consultants are sticking to 
contracted deadlines and products.

Be sure consultants are sticking to 
contracted deadlines and products.

Presenter
Presentation Notes
Consultants can’t afford to turn down work and often are juggling multiple projects at once.  Stay in contact with your consultant and make sure they stick to deadlines.  Remember they are working for you. It is not uncommon for consultants to procrastinate and seek extensions come October.  Because of requirements to close out all grants and report the results to the NPS within 90 days after the end of the federal fiscal year, the OHP is hard pressed to grant extensions of more than a few weeks and then only in the most dire situations.  Better to avoid the problem by making sure your consultant makes your project a priority. Don’t accept excuses. It is your responsibility to manage your consultant though the OHP can advise you or provide back-up if you are having trouble. Let them know their could be a penalty for not delivering on time.
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Record Keeping

Keep good 
records of 
time 
charged to 
the grant 
or as 
match.

Presenter
Presentation Notes
You will need to document the time spent on the project by staff and volunteers that will be charged to the grant. For staff, most personnel departments can provide a payroll report that will be adequate. A simple summary of hours worked, hourly salary and benefits will suffice.

For volunteers, including appointed or elected commissioners and other officials, use the time sheet included in the grant manual to log their in-kind time. The guidelines are available at our web site.  The logs should state the name, date, hours and a brief description of the task performed.  A signature by CLG staff will verify the time sheet.

  If OHP doesn’t receive adequate documentation it can not count in-kind time toward the grant or as match.  It is easier to collect this data as you go rather than try to reconstructed at the end of the grant period.
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Document the costs

Keep good records of invoices, receipts and 
other items that document expenditures.  

Presenter
Presentation Notes
Invoices from consultants, receipts for supplies, payroll records and the like must be retained to document costs when requesting reimbursement. It is best to keep this documentation together during the grant so it is easily retrieved when time to claim reimbursement. It is easier to keep them as you go rather than find them later.  You must submit documentation of expenditures with your invoice.  We need proof.
As far as audits go, local governments come under the single audit act, but OHP may be audited which can reach down to you as sub grantees.  Hang on to these records for three years.
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Hourly rates

Make sure hourly rates do not exceed the HPF 
maximum:
Use fixed-fee consultant contracts.
Break out benefits on staff salaries.
If salary still too high, charge only the maximum.

*2009-2010 rate

$85.67 per hour*

Presenter
Presentation Notes
The maximum salary that can be claimed for staff, volunteers or consultants is presently  $80.37 per hour.  This figure is set by the federal government each January and is based on a GS 15 rating.  If your staff hourly rate exceeds this amount, split out benefits and overhead in your documentation as a percentage or dollar amount.  Unless specified all hourly costs are considered salary.
Most consultants cost more than the maximum hourly rate.  Either have the consultant break down their costs so their salary or profit is less than $80.37 per hour, or better yet, only enter into fixed amount contracts.
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Cash Costs

Documentation should itemize all cash 
costs. Detail supplies, salaries, etc.

Senior planner Grant                   Match
$37 x 125 hrs. $4,625
Fringe 35 % $1,619

Clerical
$25 x 24 $600
Fringe 35 % $210

Consultant contract $10,000    
Indirect 15% $1,058

Total $10,000                $8,112

Documented in receipts, 
payroll reports and invoices

Show on reimbursement 
request form

Presenter
Presentation Notes
When seeking reimbursement be sure to summarize your cash costs in detail so they can be reviewed. Show your work.  How did you arrive at these dollar figures?  Link costs back to your budget in the contract. (listing staff at XX dollars won’t work.)

Highlighting payroll printouts or preparing a summary are helpful. If you have several pages of documentation, a summary page is helpful. Every government seems to have a little different reporting system.  It’s helpful to provide OHP with the name and number of any business office person who has prepared these documents so we can call if we have questions.
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Travel Costs

Keep receipts. Detail when, where, whom, 
per diem, lodging, mileage, etc.

Presenter
Presentation Notes
If claiming travel and or per diem, keep receipts of lodging,and air fare.   Log mileage with information that states the date of the travel, the starting point and destination and mileage.  Per diem, including lodging, is listed in the grants manual and varies from county to county.  If your costs exceed the per diem you must absorb the additional cost. Parking over six dollars requires a receipt. Taxis and other public transportation require you to log when, who  and where the service was used. (This is why most people don’t bother to claim travel costs.)
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Indirect Costs

You do not have to itemize, but you do need to 
show the percentage rate charged and have a 
rate agreement on file.  The maximum is 25 
percent.

Indirect costs
Business Services
Contracts
Personnel
Mailroom
Budgets
Procurement
Space costs
Etc.

Example:
Expenditures $10,000 x Indirect 25 % = $2,500

Put on line “I” of payment request form

Presenter
Presentation Notes
Your city or county may charge  or use as match indirect costs or overhead costs.  Fast way to get match. Units that provide support in areas such as contracts, personnel, budgets, procurement, space, etc. can charge an amount to the grant or claim it as match.  Usually this is calculated as a percentage of your expenditures.

 The amount is a percent negotiated with a federal agency.  The 25 percent cap is a HPF requirement even if your agreement is greater. You will have already filed a copy of this agreement with your application.
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Equipment

Under $5,000 considered supplies.  
Avoid purchases over $5,000.

OK

Presenter
Presentation Notes
Equipment  purchases over $5,000 should be avoided.  Under $5,000 is considered supplies by the NPS.  More than $5,000 requires NPS approval prior to the purchase.  The NPS then considers the equipment its property and may request its return upon completion of the project. You have to put stickers on the equipment and account for its use. This is a headache to be avoided. 
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Overmatch

Try to overmatch where possible.  In an 
audit, additional match can be helpful if 
any costs are disallowed.

Grant Match Overmatch?

Presenter
Presentation Notes
Overmatch is welcome and is a good indicator to the NPS of your commitment to historic preservation.  Overmatch is looked upon favorably when considering future grants.  When possible, overmatch is helpful in audit situations.  If a cost were disallowed, overmatch can cover the disallowed grant expenditure or match. Overmatch can also help out your fellow CLGs.  We have cases where CLGS can’t generate enough or have match removed by city councils or boards of supervisors. NPS sees CLG grants as one pot and your overmatch could bail someone else out.
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Allowable Costs Period

Only costs incurred between October 1 and 
September 30 following are allowable.

ALLOWABLE 
COSTS

PERIOD UNALLOWABLEUNALLOWABLE

October 1 September 30

Presenter
Presentation Notes
You may only charge costs during the federal fiscal year in which the grant falls. The Federal fiscal year begins October 1 and ends September 30.  Costs preparing the application or for early preparation of an RFP are not allowable.  Late costs for either the grant or the match incurred after Sept. 30 are also not allowable. If you have a late invoice from a consultant, better have it post dated.
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Reimbursement

Be sure to send a Form 
417 and documentation 
to support claimed grants 
costs and match. You 
may request partial 
payment in phases, but 
final payment will be 
withheld until product is 
received.

Presenter
Presentation Notes
Filling out the reimbursement form, a 417, is important to receiving a speedy reimbursement.  This document must accompany any reimbursement request. Should you be awarded a grant you will receive this form along with instructions for filling it out. Most of the form is self explanatory. Column A is for grant expenditures, column B for cash match (including salaries and benefits) and column C for in-kind volunteer match for donations.  Be sure to sign the request and include an address where we can send a check.
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Reimbursement/Product Deadline

Reimbursement requests and products are due 
no later than October 10.  If you can not meet 
this deadline, contact the OHP.

OCTOBER 10

Presenter
Presentation Notes
Your project should be completed, the product prepared and the final reimbursement submitted by October 10.  It is important to be as close to this deadline as possible as OHP has until December to account for all its sub grants, CLG and others. Late CLG closeouts make it difficult for OHP to meet its deadlines and could affect your chances to obtain future grants.  If there is a problem that should cause you to miss this deadline, contact give me a call in advance so we are aware. (accounting lag time)
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Penalties

Poor grant management can hurt changes 
on future CLG grant applications. 

(From CLG grant score sheet)
Penalty Points (10 points)

At OHP's discretion, up to 10 points may be deducted 
based on how well the CLG has met CLG program 
requirements and previous grant contractual deadlines and 
terms within the  last three grant cycles. 

Presenter
Presentation Notes
Poor management of grants will make your job and OHP’s  (my) more difficult.  It’s easier to stay on top of the administrative details as you go along.  If we have to nag you to meet deadlines and get paper work in on time, we will become grumpy. Also, poor grant administration can result in penalty points against your next grant application, reducing your chances of obtaining a CLG grant.
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Audits
CLGs are covered by 
the Single Audit Act 
which requires a CLG to 
conduct only one audit 
annually for all federal 
grants. 
However, OHP could be 
audited by the NPS and 
you may be asked to 
supply information and 
documentation.  
Hold all grant records 
and documentation for 
three years.

Keep for 3 years

Presenter
Presentation Notes
Poor management of grants will make your job and OHP’s more difficult.  It’s easier to stay on top of the administrative details as you go along.  If we have to nag you to meet deadlines and get paper work in  on time, we will become grumpy. Also, poor grant administration can result in penalty points against your next grant application, reducing your chances of obtaining a CLG grant.
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Help Gladly Provided

If you have any 
questions or difficulties, 
please as OHP for help.

Fiscal Information
John Thomas
(916) 653-9125
jthomas@parks.ca.gov

Program Information
Lucinda Woodward
(916) 653-9116
lwoodward@parks.ca.gov

Presenter
Presentation Notes
The OHP knows the management of grants can be time consuming and confusing.  Take this management responsibility seriously. Please do not hesitate to contact us for help in managing your grant. We are here to help. A simple phone call or e-mail can often solve a potential problem.

mailto:jthomas@parks.ca.gov
mailto:lwoodward@parks.ca.gov
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